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BACKGROUND

There are three types of payroll-related transactions which result in a check
bei ng submtted to the Department of Health and Soci al Services. These are:

1. Rei mbur senent for sal ary overpaynent;

2. Manual paynment of enploye share fringe benefits (life, health,
retirement) when an enploye is off the payroll

3. Payments fromthe Wsconsin State Enploye's Union to rei nmburse
DHSS for tine spent by departnment enployes on union activities.

This bulletin describes procedures to be used by Departnment of Health and
Soci al Services personnel in docunmenting and depositing these rem ttances.
The procedures for all three transaction types are described in a single
bulletin since several steps are the sanme for nore than one transaction type.

POLI CY

Payrol|l & Benefits Specialists and financial personnel in the Departnent of
Heal th and Soci al Services shall deposit payroll related renittances in a
timely manner, and process the appropriate transactions to insure proper

mai nt enance of the enploye's payroll records and fringe benefit coverage (if
applicable).

PROCEDURES

The vari ous procedural steps involved in processing these transactions are
detailed in a supplenental bulletin, Payroll 10.0 Supplenment (Payroll-Rel ated
Deposits), available from Ken Thyberg (see contact person bel ow).
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REFERENCES

DOA State Accounting Manual and related W SMART training naterials
Central Payroll User's Manua
Central Payroll On-Line User's Manua
DHSS Accounting Policies and Procedures Manua
Cash and Check Handling 1.0 and 2.0
Recei vabl es 3.0

CONTACT PERSON

Ken Thyberg, Accountant
Bureau of Fiscal Services
(608) 261-6315



